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Do  not  assume  content  reflects  current 
scientific  knowledge,  policies,  or  practices. 
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\  ^  No.  2. 


BUREAU  OP  PLAITT  INDUS 
ADMINISTRATIVE  NOTES  AND  NEWS. 


Issued 

NovemlDer  14,  1911. 

An  index  will  "be  prepared  every  six  months  of  these 
ciroLilars  in  order  to  make  them,  available  for  easy  reference, 


THE  PROJECT  COMMITTEE. 

A  change  has  recently  been  made  in  the  personnel  of  the 
Committee  on  Projects,  the  letter  making  the  change  reeding 
as  follows: 

”Dr.  N.  A.  Cohh,  September  21,  1911. 

Acting  Assistant  Chief  of  Bureau. 

Dear  Dr.  Cobb: 

You  are  hereby  appointed  Chairman  of  the  Project 
Committee,  of  which  you  have  been  Acting  Chairman 
for  some  time.  Your  associates  on  this  Committee  will 
be  Messrs.  Corbett,  Scofield,  Orton,  Garner,  and  Knapp, 
any  one  of  whom  you  will  please  delegate  to  act  in  your 
place  wheTi  you  are  not  presiding. 

Messrs.  Scofield  and  Orton  will  act  with  you  as  a 
Sub- Committee  on  Administration  of  Pield  Work,  and  Messrs. 

Waite,  Spillman,  Stubenrauch,  True,  and  Swingle  will  act 
as  advisory  members  of  the  Project  Committee.  I  am  ad¬ 
vising  each  of  the  men  m.entioned  of  his  appointment  as 
above  outlined. 

Very  truly  yours, 

(Signed)  B.  T.  Galloway, 

Chief  of  Bureau. 

The  duties  of  the  Committee  on  Projects,  as  outlined  in 
the  letter  first  appointing  it  and  in  subsequent  ones,  are  - 

"To  consider  tho  various  projects  submitted  by  the 
several  offices  of  the  Bureau,  determine  their  relation¬ 
ships  and  take  such  action  as  may  be  necessary/  to  avoid 
overlapping  or  duplication  of  work,  also  to  consider 
and  act  upon  suggestions  made  by  Chief  of  the  Bureau 
in  the  matter  of  readjusting  and  regirouping  projects 
and  to  make  recommendations. " 

In  order  to  p.void  duplication  or  overlapping  of  v/ork,  it  is 
very  important  that  an  outline  of  any  nrcposed  new  line  of  work 
be  submitted  to  the  Committee  BEFORE  ANY  WORK  IS  BONE  UPON  IT; 
in  fact  any  other  course  of  acytion  is  directly  contrary  to  the 
policy  of  the  Bureau  and  to  the  instructions  of  the  Chief  of 
the  Bureau. 
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METHOD  OE  OBTAINING  BIDS  IN  THE  FIELD. 
Signed  Bids  should  always  he  used. 


Recently  three  bids  were  sent  in  by  one  of  the  field  labora¬ 
tories  for  the  construction  of  certain  cabinets.  None  of  these 
bids  was  on  the  regular  Dspartmental  t'orm  for  informal  bids, 
one  of  them  consisting  merely  of  a  telegram  from  the  officer, 
in  charge  of  the  laboratory,  giving  the  name  of  the  firm  and 
the  price..  This  latter  bid  v/as  the  lowest  and  a  recommendation 
was  made  to  the  Board  of  Awards  that  it  be  accepted.  The  Board 
of  Awa-rds  accepted  the  bid,  but  in  doing  so  stated; 

•'Tne  award  is,  however,  made  conditionally  on 
this  firm  submitting  their  bid  in  the  usual  manner 
for  proper  recording  and  filing,  *  *  * 

•'There  being  regular  forms  provided  by  the  De¬ 
partment  for  obtaining  bids  which  are  in  general  use 
in  and  out  of  Washington,  and  which  may  be  obtained 
in  qua.ntity,  signed  by  the  Disbursing  Officer,  it  is 
requested  that  the  members  of  the  Bureau  of  Riant 
Industry  at  the  different  stations  throughout  the 
oou=ntry  be  suoplied  with  them;  the  subject  matter 
will  then  be  presented  alike  to  bidder  and  to  the 
Board  of  Awards,  and  will  probably  tend  toward  expe¬ 
diting  business  at  your  end  and  with  the  Board." 

It  is  very  important  that  heads  of  offices  should  see  that 
the  officers  in  charge  of  field  stations,  who  have  to  purchase 
materials,  etc.,  through  competition,  are  furnished  with  an 
ample  supply  of  the  signed  forms  in  question  for  use  in  all 
cases  where  such  bids  are  necessary,  thus  avoiding  the  diffi¬ 
culty  which  has  e.risen  in  the  instance  referred  to.  Upon 
securing  the  bids  the  field  officer  should  forward  them  to 
the  Washington  office  with  his  recommendation  as  to  which 
should  be  accepted,  in  order  that  prompt  action  may  be  had. 

It  should  be  noted  that  the  officer  calling  for  such  in- 
forma.l  bids  in  the  fiejl.d  should  follow  the  regular  procedure  of 
having  the  bids  formally  opened  at  a  stated  time  in  order  that 
no  question  can  possibly  be  raised  by  disappointed  bidders. 

C00PERATI\,^B  EXPERIMENTAL  WORE. 

A  complete  card  index  of  all  of  the  cooperative  work  being 
conducted  by  the  Bureau  has  recently  been  compiled  and  filed  in 
the  office  of  the  Chief.  These  cards  are  arranged  by  State  and 
by  office.  The  following  information  is  shown  on  them; 

(1)  Office  carrying  on  the  work;  (2)  Location  of  work; 

(3)  Name  of  coonerating  agency;  (4)  Date  work  was  inaugurated; 

(5)  Nature  of  the  exoeriment  or  work;  (6)  Nature  of  oooperation- 
(a)  Contribution  by  Bareau,  and  (b)  Contribution  by  cooperating 
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agency;  (7)  Whether  work  is  conducted  under  a  formal  agreement 
or  otherv/ise;  (8)  Date  of  the  last  agreement;  emd  (9)  Annual 
cost  to  the  Bureau. 

This  index  is  kept  in  Rcom  223  and  is  accessihle  to  all 
the  members  of  the  Bureau  force.  A  revision  will  be  made  twice 
a  year  in  order  to  keep  it  up  to  date. 

OUTLINES  OP  OEaAlTIZATIOB. 


Recently  the  Bureau  v/as  called  upon  to  submit  an  outline  of 
orgenlzat:  ion  to  the  President '  s"  Commission  on  Economy  ar.d  Efficiency. 
The  letter  frcm  the  Commission  calling  for  the  information,  which 
was  transmitted  thr"ue'h  rhe  Decar tm-nt ul  Committee  on  Economy  and 
Effic  iency,  stated  in  part: 

"The  purpose  of  these  outlines  is  to  show  the  whole,  machinery 
for  the  entire  gr'v-'rnment ,  legislad'.ive ,  judicial,  and  executive, 
in  such  a  way  as  to  indicate,  not  only  sYery  working  unit  into 
■  which  the  Government  is  organized  f  r  the  performance  of  its 
work,  but  the  relations  of  such  units  to  each  other,  as  rega.rds 
direct  lines  of  administrative  authority.  By  unit  of  organi¬ 
zation  is  meant,  not  merely  si^ch  formal  organizations  as  bureaus, 
divisions,  a.od  secti  ns,  but  all  furt.her  subdivisions  v/hlch  com¬ 
prehend  roasonabl^^  distinct  groups.,  of  employees  for  the  perfor¬ 
mance  of  special  duties.  *  *  *  Thus  the  scheme  contemnlates , 
as  one  of  its  nr'st  essentia.1  features,  the  indication  of  every¬ 
thing  in  the  nati.Te  oi:‘  a  shop,  laboratory,  phoLographic  ga,llery, 
blue  nrlnt  room,  depot,  and  the  like,  and  emery  point  in  the  field 
at  wlnich  a.  station  is  being  maintained,  or  work  being  conducted 
by  or  under  the  di'-^ection  of  the  Government. 

”It  Is  only  as  information  of  this  character  is  secured  tlmt 
it  brtoomes  possible  to  examine  into  the  extent  to  v/hich  there  are 
a  number  of 


v-nii.s  01 


the  same  character  or  performing  the  s-arna 


functions,  and  thus  det^rmi'oe  whether  duplication  or  overlapping 
exists  v/ith.i.n  vhe  services  of  tlie  sam 
v/i thill  the  G.u/erninent  as  a  v»hole. 


bureau  or  department  or 
*  *  *  * 


It  being  the  opinion  of  the  Depa.rtmental  Cxmmittea  on  Economy 
and  Efficiencv  that  photographic  dark  ro^ms,  as  well  a.s  the  machine 
shop  in  the  Pny steal  Labtrs.torv  should  be  separately  shown,  these 
were  ir  eluded  in  the  first  outline  submitted  und^^r  the  respective 
offices.  Later  the  outline  was  returned  by  the  Commission  for  any 
revision  the  Bireau  might  tnlnk  advisable.  In  the  letter  trans¬ 
mitting  the  corrected  outline,  the  Chief  of  the  Burea,u  stated; 


Tnese 


have  indicated  certain  changes  which  are  necessary  to  bring 
the  statement  into  a,ccord  with  the  conditions  as  the3^  e?xist. 
changes  consist  mainly  in  the  elimination  from  the  outline  of 
certain  minor  features  of  quarters  and  equipment,  (dark  rooms,  etc.) 
which  if  left  as  designated  in  the  ruline  would  appear  as  distinct 
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worlcing  units.  As  a  matter  of  fact  they  were  merely  features  of 
equipment,  utilized  'by  th^-se  engaged  in  scientific  inmestigation, 
exactly  as  desks,  file  cases,  and  similar  conveniences  are  used 
in  routine  exectutive  and  clerical  work.  *  *  * 

"In  connection  with  this  statement  of  organization  it  should  he 
clearly  understood  that  the  clerical  work  in  this  Bureau,  aside  from 
that  included  under  Cleneral  Administration,  is  merely  incidental 
to  the  scientific  work,  and  in  many  cases  not  capable  of  physical 
separation  or  actual  segregation  in  the  form  of  distinct  administra¬ 
tive  units.  It  should  also  he  understood  that  for  the  effective 
prosecution  of  res‘-arch  work  with  crop  plants,  which  makes  up  a 
large  part  of  the  work  of  this  Bureau,  many  of  the  problems  under 
consideration  requ.ire  that  the  same  investigator  shall  pursue  to  a 
considerable  extent  both  the  field  and  laboratory  phases  of  the 
work.  The  divisions  into  traveling  and  laboratory  forces  (This  di¬ 
vision  v;as  called  for  by  the  Committee)  do  not  therefore  represent 
distinct  administrative  units. 

As  many  of  the  problems  under  investigation  are  complex  and 
many-sided,  their  prompt^  solution  frequently  requires  simultaneous 
attack  from  different  angles  and  from  different  points  of  view.  With 
work  of  this  character,  it  is  manifestly  impossible  to  so  chart  or 
outline  it  as  to  accurately  show  the  deta-ils  of  organization  or 
procedure  in  such  a  way  a,s  can  readily  be  done  for  routine  adminis- 
tra-tive,  executive,  clerical,  or  police  work.  To  be  effective  the 
organization  must  be  continuously  subject  to  rea,djustment  and  re¬ 
alignment,  as  found  necessary,  to  conform  to  cha^nging  problems, 
conditions  and  personnel.  Our  type  of  organization  is  as  indicated, 
that  of  divisions  into  groups  of  workers  v/ho  are  charged  with  the 
duty  of  prosecuting  certain  types  of  investigation,  authorized  by 
law  through  the  Appropriation  Act.  Within  and  between  these  groups 
there  is  maintained  continuous,  though  changing,  cooperative  re¬ 
lation  in  such  a  way  as  appears  most  certain  to  secure  prompt  and 
accurate  results.  Any  lessening  of  the  flexibility  which  has  been 
found  so  effective  in  such  work  through  arbitrary  subdivision  into 
rigid  parts  as  the  result  of  legislation  or  other  action  would  be 
certain  to  seriousi.y  impair  the  working  efficiency  of  this  Bureau. 

The  present  form  of  organization  is  that  of  a  living,  active  organism, 
and  to  effectively  handle  the  character  of  problems  that  we  meet,  the 
present  form  of  organization,  or  one  very  similar  to  it,  appears 
essential. " 

AGRICULTURE  EXTENSION  AMD  DEMOUSTRATIOU  WORE. 

Some  of  the  meoibers  of  the  Bureau  force  may  be  interested 
in  four  bills  which  have  recently  been  introduced  in  Congress 
which  are  designed  to  greatly  enlarge  the  scope  of  agricultural 
activities  throughout  the  United  States,  particularly  along  the 
lines  of  agricultural  education  and  demonstration.  A  comparison 
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of  these  three  bills  has  been  prepared  imder  the  direction  of 
the  Chief  of  the  Bureau  by  Mr.  Bradley,  showing  the  funds  in¬ 
volved  under  each  and  other  important  features.  These  are 
interesting  in  view  of  the  present  agitation  on  the  part  of 
the  business  Interests  of  a  number  of  the  Western  States 
lo^'king  to  the  extension  of  demonstration  v/ork  among  farmers, 
which  has  resulted  in  the  organization,  of  a  Soil  fertility 
League,  with  headquarters  at  Chicago.  'Any  one  desiring  to 
look  into  the  matter  further  may  consult  a  copy  of  the 
full  data  in  Room  210. 

PREPARATION  OP  MANUSCRIPT. 

Mr.  Rockwell  has  prepared  a  very  useful  memorandum 
relative  to  the  preparation  of  manuscript.  The  instructions 
are  not  cn.'y  valuable  to  stencgranhers ,  but  also  to  a^uthors. 
Copies  of  the  memorandum  may  be  obtained  from  Mr.  Rockwell 
at  any  time. 

PREPARATION  OP  CORRESPONDENCE. 

There  is  a  noticeable  lack  of  uniformity  in  the  letters 
emanating  from  the  Burea.u,  particularly  in  letters  prepared 
in  the  various  offices  for  the  signature  of  the  Chief  of  the 
Bureau  and  the  Secretary.  A  memorandum  has  been  prepared 
outlining  the  proner  form  for  such  letters,  as  approved  by 
the  Cnief  of  the  Bureau,  a  copy  of  v/hich  should  be  in  the 
hands  of  every  stenographer  in  the  Bureau.  Conies  of  the 
memorandum  may  be  secured  from  Rooms  206  or  223. 

DISPOSITION  OP  CROPS  GROWN  EXPERIMENTALLY. 

There  appears  to  be  some  misunderstanding  regarding  the 
dispcsition  of  crops  grown  experimentally  by  the  Bureau.  A 
recent  case  will  illustrate  the  point.  A  plot  of  twenty 
a.cres  mis  rented  by  the  Bureau  and  planted  to  a  certain  crop, 
the  seed  8.nd  expenses  of  planting  and  caring  for  the  crop  for 
the  first  two  or  three  months  being  borne  by  the  Bureau. 
Desiring  to  be  relieved  of  the  necessity  for  furnishing  the 
labor  etc.,  for  the  remainder  of  the  season,  the  question  was 
raised  as  to  whether  an  arrangement  could  be  entered  into  with 
a  cooperating  agency  whereby  the  coopera/tor  would  furnish  the 
labor  for  the  balance  of  the  season,  to  be  paid  for  out  of  the 
sale  of  the  crop,  any  balance  remaining  from  the  sale  of  the 
crop  after  pa3/;ing  for  the  labor  to  be  left  in  the  hands  of  the 
cooperator  to  cover  the  cost  of  labor  next  spring  in  connection 
with  further  experiments. 

Any  such  arranp:ement ,  it  is  believed,  would  not  be  lav/ful, 
as  the  crop  in  such  case  would  be  the  property  of  the  Govern- 
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ment  haYir:ir^  been  grown  on  GJ-oYernmont  land  (held  under  lease), 
end  when  disposed  of,  the  monory  v/ould  have  to  he  turned  into 
the  Treasury  in  axicordance  wolth  the  law  (Revised  Statutes  316, 
317,  and  318). 

An  entirely  different  situation  arises  where  under  an 
.  agreement  the  cooperating  agency  agrees  to  furnish  the  land, 
labor,  etc.  ,  in  consideration  for  receiving  seed,  advice,  and 
direction  from  the  Bureau.  In  such  am  instance  the  products 
grov/n  are  not  the  property  of  the  Government,  hence  there  is  no 
difficulty  as  to  their  disposition. 

It  is  hi.ghly  advisable  in  all  cases  where  cooperative  ex¬ 
periments  are  to  be  carried  on,  to  have  a  definite  memorandum  of 
understanding  before  the  inauguration  of  the  work  and  thus 
avoid  any  diificulties  that  might  otherv/ise  arise. 


o  o  o 


(Prepared  under  direction  of  Chief  of  Bureau. ) 
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